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GENERAL QBJECTIVES .

The three-day seminar's aim'is not.to present

., rigid fules to be followed blindly, but to make

’ the participant~awaré of good journalistic ,
writing and its characteristics. Effective writing
is simple, short, and clear. This is especially
true‘of good journalism. The news story is
constructed se that the average reader will -
understand and yemember it. sy ‘

. The courge is composed of lecture, writing,

and evaluation of participants' writing. Exer- =

ciges will be graded by the participants. Written
- agsignments dre evaluated in class by the .

 ingtructor with the use of an opaque pro jgctor -
So sthat the class may also contribute hejpful

, Sugge t ions_._.-

[

Stress is‘madé on writing the lead, organizing
. the news and feature story, and editing your own

c Opy ., . N . a

. The first day, concerns itself with basics of
" 8opd writingd’ Much time is- spent on writing
ang-evaldating the leads of news stories. The’
. latter part of the first  day. covers writing the ’
News story. - - : ‘

“The second day begins with an evaluation of the
news stories written the day before. Further
lecture covers editing and.the feature story.
Feature leads will be-written and evaluated. Then
a feature s?ory will be written. “ :

The third day begins with evaluating the feature

story and further practice in organizing material

for presentation’in news and feature storiegé‘

Writing captions for photographs and headline--

writing are also covered. _ B ' .

" 11 ~
A review of the critical bibliography concludes
- the course. . ' :

y
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Sender———;—Transmitfed via a media----~—--&§ceiver

- when the réceiver returns feed

BASIG/BOMMUNICATION THEQORY

I3

‘It is extremely important to understand what.the

communlcat10n~process is all about. The theory
explains it is process whereby a sender (with an
idea or message) transmits that message to a
receiver. But the process does not end here.

" Instructor's Manuali The communication process

is composed of several elements:

Message - | - : Understand Message

»>

(Target Audience)
~ / . . e .
* Message musT : Writing Messchge must be .
be encoded before TV decoded before

transmittal b Mov1cs ,//Understood by.
' ' | ord . rece1Ver
Ta -

Tafking RN °
.r» ’/e_‘ ' Y .

The prgce s does not end here/. The above is
not commyAication. You only have communication
‘ ‘ b to the -
.sender. If there is no feedback, ere is
no communication. Communication 1i *a close
> linked reciprocal process that is going on
' all thHe time. It is not talking at someone. .
or ‘group of someones. ‘It is talking with
someone- : ’

1

k)

Receiver, of---Sends Back---Transmlt——-To Sender

Message Feedback , of Original
. ‘ ‘ Message



.~

.All disruptions to this process are termed "noise”.
. These disruptions are not just audible noise

although that is certainly one form-of noise. ' The
noise may be visual or just a disruptive cldmate
for the communicatioens. o

A good communicator will modify the nessage on%

the basis of the .feedback--orflack of feedback
received. 5")&\- yoo - | =

The above is extremedy important introductory,
material to- this course. e .
. . . K . 3

v
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Good writing is a result of good planning Stream
ofi consclousness writing is not designed fér jour=
nalism since it does not communicate. Rather it
serves to give ug insights into ap author's

. mind and emotions. - . ‘

" Therefore good planning is a necessity in writing
a mewsg or featurized news story. A list of facts
helps. An outline is even better. You must:

* apply the grid of the Who, What, Where, When,
Why, and How; and you must answer ose questioné.
Naturally, they need not all 'be answered in the
Jdead. - \ :

Analysis of the fact%nat hand, which is.thé

result of research, interviews, youx dwn know-
ledge, fact sheets and other sourceg, is the :
first step before you can plan your story.

Then much thought must be directed toward selecting
the one fact or approach that will most effectlvely
get your re der 1&{0 the story. ‘ e

A\
\
\

‘. Often writer ‘urge other wrlteré‘to spend RN

75 per centwof their time planning, researching, %
and writing the lead. Then the rest of the ) '¢

story will generally fall into place if you havea \"
ﬁel?cted a good, lead. \ /A\

0ften~the'lead is one of the facts from your list .

of facts. At other times it is several facts
welded together in a punchy sentgnce designed to
grab your reéader or transmit a mi imum amount
of information in a minimum amount of words. - It
can be a question; it may be a summary of facts,
: it can be a quote; it may be a statement . . .
O - .in fact,.it can be a combination of all of these .

and others. M

What must be in the lead is the most important/[— i

<" "in terms of newsworthiness -- item from your
1ist of facts. The rest of the facts in the )
story should support’and/or supplement it, but
never*supersede i

)
. . W
.
. B .

’ ’ —
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'WBLE SEN’L‘ENCE‘ o

. Godd* writing js’ lean, . tight writirg. It is /der'
.\w:itings In terms of understandability, fewer

-

v, ' -
SR . ‘ ' )

i vy

'S- v

words better than more words. To write lean
you, must’ think and plan your writing. ~ Yoy/must .

"know what youw want to,say, say it, ard then get

;. on to your next subgect - Bad writing is a good .
;‘axaqp e of thinking that has been too. short.

, ve -mo lmpnct than longer senten
-eVer
S

-
’ sent nces are generally.e331er foéread

cpmmunica e more meaning to your *oag r. They
S, ., Huw—

it mu be noted that wrltlng which has all”’
enﬁe ces tgnds to read like -punchy . news
efs from the late Walter erchqll.' You must
alwa balgpce your wrlt;ng ' : K

When you,discover you have written a lonc ‘senterlce,
begin by'.brealding it up; reassemble the Sent@nce—-
now possibly sentences--so that each main idea has
its own structure. Then cut all unnecessary: words
from your/copy. You must ensure, howewver, that
the meaning has not been altered and that your
reader will un eqsang the méaning.

L4




THE PARAGRAVH .

LThe -paragraph Lo the bullldine=-block or iy piece
or expository er\L7 o & genronee, Standing alone,
may be incomplate or uncldar: the well-writton
paraZraph 111 communicats oy Liea with thorough-
< ness and completenec:s. :
R AN L .

- ' A sood paragraph cenzers on one thought, Usually
SN * tha* *hough*t is expresund ih a topic sentence. Lt

15 the one sentencs, usually at the deginning ol
+he paragraph, which mou® ‘ltl'lj sumnarizes tha

_ parazraph.. . ) ,
- . In *heory the writer may place the topic sentence
. : 1t the beginning, the'snd, or anywhere lh the ‘
paragraph. ‘He may omit it entirely, assuming
that %he parazraph is so well written the raader
_ will have no Troubls getting i%s point. 3But in
¢ practice ne or she will do dest %o place The top:.:
' cen*ence mcs* o2rften a% the beginning of  the para-

: ‘zraph, and occasicnally at the.end.
X / '
‘ I; placed ax the begirning, the remainder of <he
raragraph should suppur* and explain it. I1f at
( the =nd,, the rest of tne para graph anould ouild
up to it. . , _ _
) .
~
’ - v . ’
‘ I 4 , .
~ - .
. . ~ DY
: ) ‘.
A ]
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. ACTIVE VS, PASS VY C o R )
. In normal English word drider, something Jdoes
something. That i3 the active form. The acter
. (subject ) is identified.
P * ’\. . [
Often. this order i3 ‘inverted, and the subject
iz acted upon. Something is done by something.
! . . That is the paszive form. The real actor is L
» , not adlways identified. . : . .
e Inutead of writing '"I dizliked the play™ a

ritis might write m“@ play was disliked.”
* The Prlftq could 1dd "by me” to clarify the
. thouzht, but if ne does ne has succeeded in

constructing a oompl@xﬁahd awk~ard way fo

2xpress A simple ldea.- .

Nha, {f ne doa2s now add by me™? Then by whom?
e The 1udx¢nc¢° All:crities? The actors them-

. selres? . The senteznce becomes more than. awkward;
Niﬁ_be omea confusing. | S '
r PN L . N . : .
" Althouzh it has its- plate, in“writing, the . °
passive form 15 esgentially a Neaker form of - .
) -+ ‘expression. It lacks. *he vigor of the active
" Sormi %00 much i5e of is leads %o weak- and often
©  dmbiguous writing., o . :
Some*imes people use i% cut of a mistaken sense
cf m'desty {The rlay was dizliked), leaving
themselwves out of the idea. Sometimes people ~
23e it because they do.no% really know who ‘has
per“ormod ~he ac%ion,; ¢t ire unwilling to” say
) who is, ”ESDOPSlDle, . : : B
4 LN
"Mr. X's campaign Was conceded to have started.
well, bu* he was beliewed .%o have been outmaneuvered
and out;eno”alad lonz tefors *he slection. His
co television appearahices were zaid- %o have teen
‘ : boorly pl anned anc badly done and nis newa‘confer—
' . ences were callsd -a-iiswgrer.” T SIS I -
) ‘ - g . . o s At ";-,5_
~ . I . . . , o b
T -v..‘ - ho Cr . 1--1.,4, , .
. el 12 e i
- ! " . ' )
: 7 v _
» ’ - ' 7 ..'- !
- ‘/\ . ",d‘_\- -
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- \' A . "
SIMPLE 1§ EsT - ‘ . .o
N ~ o T ' _ Lo _—
: . ; N C.t . o o - ',_' ".
You must eall a, spade a. soade. Use flre ﬁnd not e
: conflagratlon Use- complete,'nOV flnallze.- Use 'v'»l RHEPOE
" get _not procure. Your readers will unhderstand R
simple- langUage more ea31ly and.'you will *beg -
ellanat;ng passible confu81on in- your wrf%lng B
See the follow1ng llSt» - - .
o CoLuMN I - . coLomn 1.~
) ‘% construct, fabricate . make - 7
- _a_ccomplis'h,wp‘evrf_orm t &% " do - -
Yoo . . ‘ < W .
initiate, commence, inaugurate - b%gin
~ *therefore so ' . .
' 'rievertheless bqt'
’ =5terminate{ concludey finalize b oend: - é
~ utilize . _use: R " ﬁg‘
deem - think ,
assiétance , “nelp
“sypstantial -portion -la§§e part /
- reside, dwell - live ( -
T statedr- said : ' i
 ascertain learn, find out
afford an opportunity - allow- : ~—
’ . M ) %..’ . \ B
procure . »  get | )
——— \#5 . .
L ) K v
( . y 13



WORD. ECONOMY o

\

B .

.

An extremely common fault *11 wrltlng, is to
smother your readér with words.. If.you rust

make the reader work hard to-dlscover -what. you.
are trylng to communicate, you are subscrlblng

to the belief that more is better than less. Ity
is not!. o

. .
' t

Good wrltlng is terse, lean and unobstructed by

unnecessary phrases, adjectives.or explanatlons o

not pertlnent to your message. N ,
. . L ) .
L . P

! »
.
fq ’ Y \
Y. - .
v
g
a. ! ,»/:
' ‘
!
\\ ) 3
/ ) ° .
. -
, 14
-
9
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QUIZea '.' if’ S -
’ - . .

\Q;Uhderllne undecessarj words in each of tne Lollow1ng

- _,rA
B Thea_ 51gnmenu came at-a tlme Mhen
- »: We %ere busy ;; ,.{:__" e ,

: S 2. Tour products debreCLate in value
R e slowlyﬂ »

of 1975. . 7 :
the gum of $99. . "
»

3. dDuring the yeq
© 4. It will wost

. In about two weeks' time.

5 .
6. The car sells for a price of $12,000.

J . _ ] o . ' I
7. In the city of Cleveland. : e d
. B. Perhaps it m&y be that the price is
too nigh, -
N . . . R
9. .The boat is made cut .
] .
e« ' ; Lo
4 -~ - . -~ . *
I‘ A’ N
) . .
- 4
M “
v ]
. B
e C P s
r: -0 »
. “ 4 P
\ * o 3 . * v (% “
. : .o .g. Y
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'YOU DON'T NEED Tﬂiggsggggi ST
. .. ) - ;\ < B ‘ C . ! .

You pave heard of the dpuble. negative thdt makes =

a positivé statement; you'may not-have heard of,

the doublet. Doublets are.phradses that say theN

same thing twice. For example:- Final eomp etion.

Completion must-be final or it's not comple e.
ction’™

While it is often important té repeat an instru

to. a subordinate, or at

,le&st have-him or hep.repeat

the instructions to ybu, the doublet does. no - add.

emphasis to your writing. Q;

or phrase dilutesztgg méaning:oﬁ_the"first;
O , [ : . R .

4
7.
53
B o
i

ather the second/wqrd.

h h

i) o i e
' eow om
P j v
. .
."1,. 8 e
B
+
“r
! f AR "
.
N
IS
-
D
)
"
= .
a

16



4 /[:5
. , -
. \ "' - . R ° ! [ . ~N A
*QUIZ B
b - Underline the doublets “following (and in this
o * sentence as well) and 01rcle the one, you would
e S omit and ellmlnate., - , .
.« - ... .t The co- 51gﬁer 45sumes obllgatlonrand
_ T respon51blllty L e :
R S T . "V s
ce e U2l You’ have our 31noere and éarnest w1shes. -
P 3. . Flrst and foremost, we must have a good '
. and effectlve meetlng o
L L, It proved to be the rlght and” orooer' //
: ' ' solutlon._,5 e,

5.7 They could decline or refuse the
'anLtatlon& “

’ " 6. That is -an unfair and unjust

accusation.
-t ‘ %

7. 'Please reply to this 'letter at once
by return mail. o - '

4
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.l,. v ! ;
N ’ ‘ - ’ ’ . °
Comemsst.ooc \. .
LA - - . -~ S i ‘-
S c’_ R T It should bé recent, free from the oplnlon of
. _ : the wrlter, and’ concentrate Ofi. thesfacts. o
’ ) fIt sheuld e accurate, balanced, obJectlve,s.’_
. "_conc1se. and cl,ear. L S ‘f-. Sl e
R Facts should be made J.nterest.mg 'by* s’cress.qu.,
+ " " ‘nearness, promlnence ‘importanée, unusudlness;’
) progress, emqtlon, d- confldcf K :
.. b Informatlon shbuld b attrlbuted to an authorltyd
' or'a’ maaor person 1nv_lved in the story.
. e . T .
’ N ) : o
) 0{,.,.{
. N » : - . P . -
, » A : . e
Vi oy 1“ . .
‘ X A .
3 ) )ﬂ_ ' *
7 - . i ; /ex
. N
N ~
. ) )

13 : v




~—- - CLEAR NEWS WRITING TIPS '~ . S
. N ] . - . - . > . * . . ‘
. IR 2 : ? . - . .

1. Start with the most 1mportant or interesting” =

_ ideas first. - e T e ' ‘
Y Afbld long sentences. I :ﬁi . ':;';— ,f"
E 11;;3, Keep paragraphs short..” ’ o &
' ;;ffé; Cut gobbledeg00k and clldhes.i”4 f R L .é,
L jr Be 81mple, dlrect and épe01flc, bu% néé e
' blunt : :

-6. Use a varlety of sentences,‘wordQ and .

I
. para:ra%j!. _- _ _ ‘ | ”ﬂ.
O ' L _
’.ﬂv'xZJ%"Use actl verbs - av01d the Dass1ve v01ce. : :

«

& 8. Be oogectlve, bu*‘av01d being stu?fy :
i’ N
e 2 - E . ‘ . L
; ST _ .
B . ) . g i .
p . | / .
R
- » ‘
/s




) R , -_.\ - B

EverYbon has to start somewhere to ledrn to-
«~ * write a News- story. A copy boy works on a paper
- running errands and {oing other menial jobs\ .-
&, .until“somedne gives him ghe chance to write a "' .

... astory. .. - ey Lot
..'. ~.- .- vv' ’ N O.)' ‘? . -' ;,' ’. ./- . . . . "" . ." ‘.- ’ 'a.. - ) - . ' ot
.. ‘Theén wheh givén the chahee'hé often doesn't know - . -

_where to begin. So.let us begin-with+the basic -
rules of hews"stories,v;§ C T,
" You ‘hust answer. the following questions in each
_news Stéry: Who? What? When? 'Why? Where?:
and How? -Do not be obgessed, however, with = = |
answering them all in “%otr lead paragraph or ,
paragraphs, but they must.be answered by the ‘end
" of the story to resolve the questions a reader
~is likely to have'on his eor her mind. '




MECHANICS - BEFORE WRITING . i

_Before you begin the actual wrltlng, here are a
few things tQ .do: - ‘ \

Co . "1. Get a good typewriter. Write all
P news stories -- feature stories. as
- - well --. on a typewriter. If you »
. : don't know-how to type then the ﬁlnal
O ~,product must be transcribgd’ from your.
: L - v "harmdwsiting or tape recordings. before,
OCEEEEE 7 lt can be sent in a hews release form

L 2.  Use whlte paper, preferably unruled,
TR 31zé?82x11
3. Type on only one’ s1de of the paner
“#hd label each sheet with a story
L ‘ ’_tltle. This can be very Q;lef “<- we
Tal - ~ call it a slug line. For ekxample, if
7 .©  you are writing a story about two
employees who. saved a woman from\a
burning automobile, ¥your slug fgeu
could be "Car Rescue." iy

LN

ve °

_ L. Use wide marglns to ‘have roe for notes,
AR ‘correctlons and marklng copy. ) ' P

5. Copy- means story mater;al in Jour—
o - SO nalism jargon. Douole or trlple
< . space all your copy."*THis spacing
" allows you to make correctrons or additions
T ea31ly ‘ '

A%.‘nuﬁym | 6. Have\agg photogranhs that will 1llusbr1te

©  your. sXory at hand,*as well as an 1dea
, . of how Yyou-intend to arrange the - -,
o T material. You also need your notes
‘ or tape recorded interviews or any
other pertinent reference materwal




y
.. ‘ * . .‘ . ' l. .. & " -
‘ 7. At the bottom of .each typewritten
IR page write "more. On the last -
) " ., . page write. "end" or "-30-". (### is
: ' also. used.) BT -
v‘ | | 4
o : R ,
S Y |
B ' ' Al
] : . .
. ¢ . -
- ‘ Y

7o
O
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NOW YOU ARE READY TO BEGIN WRITING THE STORY

—#

After you have 1nterv1gwed people concernlng an -
event or incident, you mow have the facts,
pos51bly scrawled in haste.

. . . y -
»Q

Loqk over your notes and declde what 1s ihn mosc o

1mportant .item, what really makes the story’
: newsworthy. That one fact forms. the- heart of-
: your@;eagfy All other 1nformatlon is secondary.

gt _often a dlfflcult process.
In fact, < ’s.one of the most dlfflcult steps
‘1n news wr1t1 )

First, youm > obJectlve and select the most
impertant Taftt. Then ‘you support your story
with. facts fXxom your 1lis® . that work it tandem -
with tge/ﬁajo act you selected - You have now
estaplished:-a "pdjint of view” 'so yoi actually
cease ‘being objeciive. You may even 1scard
some facts that do not support tHe - lead ‘you have
chosen. . Do not try to. cram every fact 4into your
story. ?nly use’ information that  answers the

readers'f questions and’ makes ‘an 1nterest1ng and
‘ 1nformat1ve story. :

\.

A T A



3

. .The key plece of 1nformat10n you hav@ selected

- Should ‘be “in. your -lead, preferably in the first
'paragraph of the'news: story.  The lead should
catch your readér' s.atﬂentlon and make him Want
to read on.' .

ertlng the news stofy is like telllng a ‘friend
.a-Blt of Tews . el N o g
You don't’ walk up “to hlm a%d say that yesterday
‘afterncon .at approximatelp—2:30 P.M. ah un-
1dentxf*éd man- WaSqﬁpott runnlng‘ln a north-’
easterly direction aft@p~pla01ng a 'shot with a.
high powered rifle froi a bell tower and. that the

shot hit the Pre51dent of the ‘United States who ;~“’-

. was traveling in a motorcar and the ‘President

. finally succumbed several hours laterf;

Ycu say \The Pres1dent was assas51nated'". or '
- you say "An assassin killed the R:e31dent'" L

" In other words, you come dlrectly’to the p01nt
1ncyour coriversation, So it ‘is with the news

story; Come to the point in the first sentence
‘or certalnly in your flrst or second paragraph




TYPES OF LEADS - . i

r -

- **(List ‘in student manual only.)

4 .

14 » x ) Ce \.‘ o
. Newe Summary Lefd _

. Strlklng Statement
Dlalogue Leéd

7. Descrlpt1Ve Lead
8. QueetiOn fead .
‘j' d 9. Direct Address Lead
0. ;Firsf Pereon Lead
."-flit Contrast or Comparlson Lead
¢ 12. Varlatlone of:%he Summary Lead

. Punch Lead
| - b. Tabular Lead'

. P Al
o _ c. Crowaed Lead )
e +d,  Shirt- Tall Lead
{f*?5i: e. 'Cartrldge Lead

13. Hybdbrid or Ecleetie Leadv;i“

. X -
. H
o . c L
. .
st . . . :

o 1
f_iﬁ:v 2. Dlrect Quotatlon L?fa‘ -‘_'._ ]
. 54 3.. Simple Statement . ] :&i-
4 —
5.

e
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' 21l Structure ‘Lgads \ ‘ .
P . a. Stacghto .L'e'ad h S 6; . (f' .
A b. Preface Lead ) =0 | - ’
! / e ’ao'nditlonal Clause Lead ™ . ‘~ o
! | 4. Sdbstan‘cifre Cllause, Lead - REPIEN
' _ . 15.. Special Categorle ‘of Leads ;;23}3' ‘f;ﬂv,a;fifj
. i . a. therary Allus;Lon %ea(d e ’ \ RV
, - b. Famlllar Saylng Ledd“ : ’ N
r;\,;_\'. o ¢. -Parody Lead B .5i : |
ﬂq :, “'P. d. .Colon Lead - 'M.;ﬁ*' ‘ . f’
) 16. Leads that Edltors Cannot .Jut from - the Bottom ™
.. . Uprlght Py'ram1d or Sequence Lead
| . b Cumulatlve Interes‘t Lead’

| f Lo c;:gSuspended'IntereSt Lead
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SOME BASICS
v . Let's dlgress here for a moment Good nems
. ' writing is terse, lean writing. erte short
_sentences and short paragraphs. It is quite
common :to have 6ne sentence compose a.paragraph . S
. when writing news copy -- gquite the' opposite . \ ’
‘of literary 'writing. Check your local newspaper o
and'see~what we mean. - : ,

-

Use simple words,,ldentlfy individuals (even R
well-known people in your organlzatlon), cut o
" out all words.that are not necessaryu Less copy

is usually better than more. , '

After the lead is down on paper, each succeeding
paragraph in the news story contains information
of lesser importance-'so that an editor can dut
from the bottom if’a space limitation is en-
countered. This way if information you have,
typed must be eliminated, the least 1mportant
information is deleted,  §aving the most important
part (the lead) and the following few paragraphs.

o

,ed-byramld style
ammed as foldows:’

ThlS system is eall.the/inve
of newswriting. It can be di

o .,

. . - : ’ .
o , - Usually a gne sentence
CLIMACTIC LEAD. : paragraph: although the
| . ] S ‘ lead can run to three
\ | o - 7 _ paragraphs.

Facts in Diminishing Order |

Importaaé ﬂ_ﬁo,rmanon con- .

N Lpoe T e
v .);Qf Importance™ . - sidered al to the story .
‘ . . . G .
(Body) . i S
7 S ' '
details Non-essential irfformation. If space .

- does not a110w pornons of it may
be cut,

W

e,
2
7

- ..




COMMON CHARACTERISTICS. . ,
- ¢ \ ' . | ’ . , .

v . W
. : /' . .
.
Y . v
) .o

All wntrng especmlly journalistic wnung has certain characteristics:

Your wrérng should be correct. The facts should be true and arranged prOperly Names should
be spelled conectly and ail mate@ should be verified pnor to pubhcauon S e

- Your wmmg shouuf be, cler. ln thrs case, clarity means using short words short sentences and
short paragraphs.'Words should be fa Gobbledegook and Jargon are out; technical words 3hould
be fully explamed One rdea to a“sefitence is enough ‘ .

Your writing should befcoherent. Trus necessitates planning. Sentences should be arranged s
the flow will be orderly and the ideas follow in some sort oflogrcal sequence. This heips your reader

understandand drgest your. wntmg . v & . ; N

. . b

" Your wrmng should be concise.. Be ruthless Cutout eve v&ord that isn’t necessary. Generally

it takes fetvei’ words to tell about somethrgg in the_active, rather ‘than -the- passive, voice. Strong
writers use lean prose and make every word count, @ - o Lk

. g
s v

-

Te

u..
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NEWS STORY ESSENTIALS L >

Earller we Sklpped rapldly over the flve W's and
" the H, . A\ S

‘LetVs spend«a few minutes on them now.
\

. s
Y

'Somewhere 1n youp news story you must answer: .
" WHO - Who did the action in “the story,ﬂf
. who was involved? This also implies tHat
. you identify the who or whos in relation

to your readers, their position.in the
organlzatlor&; where they work, etc.

;“ ' ., WHAT - What happened, what actlon took
) ¢ place? If this question is not answered.

- ' rapidly the reader stops reading your
P . story and goed to other material where
’* f\\\‘ he or she can get an answer. Co

WHERE - Where did the event take place° -
'Plnp01nt'the location, country 4f im-
v . portant, city, state, etc. Or- the company,
. “hospital, office, construction ssite where
the ‘ceremony, 1ndlcent or whatever happened.

WHEN - Just when did the event take place.
day, month, year, ‘this week, this fiscal
- year, etc.? This is especially important
in stories where it is unusual for the event .
g "to have hapmened at that time. Mr. Jones
N X was working late taking inventory. He .
was leaving the store around midnight when
he found a. small boy 1mprlsoned by two
pleces of dIsplay furnlture « e e

S HOW - How dld the event happen? How was
BT s - the success accomplished? People are kB - .
fascinated with the methods used to. achieve
something or the: description of exactly o
how. an event occurred. °

R




. o R

WHY - Why did the event occur? ‘- Why did
.oné individual do what he or she did?:
Direct quotes usually provide the best
Y . "answer to this question, since it ig
. ; often a subjective matter or one per-
son's opinion. Have the person about
whom the story is written speak for-himself.
. In addition to including this information in ‘the
first one.or two paragraphs, your lead qay‘also
focus on bne of theéem. ' ' :

For example, -in a WHAT lead you mighf'béginx
"Record earnings were posted this quarter for

‘the' XYZ manufacturing . . ." L
v
'
' - | £
« L
3 B I
.. ) . ;‘?
o ”
®
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WRITERS EVALUATE FACTS, SELECT LFADS T
TO FULFILL WRITING WORKSHOP ASSIGNMENT -

erters with the "same 1nformatlon will handle
news and feature stories qulte dlfferently :
Experience of the writer is obviously a variable.
- But, other things being equal, handling of ‘the
" bare facts changes radically from one wrlter to

other. ,_;,1 ,’ ,
N s
Selection of the lead should be preceded w1th -
objectivity in the scanning of .factual matertal. , R
JAn the case of tRe Communiversity. ertlng o e
! Workshop, writers were urged to take a list .of

facts, obJectlvely evaluate the potential lead,

.

.and then, since'the writer had then establlshed .
.~a point of view, support that lead with. remalnlng .
nfacts at hand i o " M
- i ! .
' Here are the resulss ofuan exerCISe u31ng an . _
news story on equab rights in lendlrg (See' ‘ .
back of your manual for the list of facts. ) ' '
- . . ) % ‘
Chnstme Carroll and her husband have tried five timés in the last three years'to'geta  « This lead intro-
loan for their dream house. Five times they have been turned down. ] « duces Mrs. Carroll
I S s S and provides a
The $4,000 share Mrs Carroll cont,nbutes ‘to their yearly income of 516,500 doesn’ f person for the-
count, say most banks, when assessing the Carrolis ablhty to repay the loan } reader ro zdenttfy
- Coa : T T with,
~Roger A .Snow, Employee Informatnon Superv:sor Publlc Service Indlana
Plainfield, Ind. ‘ " R i LTt -
; Women may be in for a better deal as Congress considers five bills to outlaw sex dis- Lead here fo-
crimination in lending. . - - 1 . cuses on key
3 4 , . S . lssue and Sup- .
Loan institutions have traditionally underated women as credit risks; in fact, a U. S. “ports'it with
Savings and Loan League surve'y of 421 instjtutions found‘that 72% of them would other facts.

1gnore the wife’s mccyne in determmmg a family’s credit level. . AL

r . - 5o

- ~Don. Stewart, Ed»tor Imper:aITobacco Products Ltd Montreal,” -t gt
Quibec, Canada - . _ Y _ . o
. . C ! T . J Ex
Credit is still hard to come by for women. . C et - _
e . - . . ... Another
Even though 40% of\vage earners are women‘a only the State of Washmgton has summary
adopted a bill'barring sex discrimination in lending. Four other statés are con- lead that hits
sxdenng similar legislation, and there are five bills before Congress that would . a key issue,
outlaw dlscnmmatxon ’ R L ; ' S
-Jean Watson, Edltor Handy & Harman % Metais Group, L Yoo .
Cocke sville, Maryland . e . o ’
- . Y . Y ; J 31 ~ ) . '-"‘_ia.-
. o v o | e o . S s
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d ’

. - ‘
Women have come a Iong way, but apparently have a long way to go when it comes to bvious ques-

tions must be

borrownm money. ) .
. ‘ answered, but
" Christine Carroll, a New York bookkeeper eamning $4,000 a year, and her husband, who eamns . thei'e_ iis no ne-
. $12,500, have had little luck (and littie help) in obtaining a house loan. - cessity to an-
‘ . . . swerall 5W’s |
—Craig Kuhl, Public Relations, TRW Systems, Redondo Beach, Calif. and H in the
: ' lead, f
, M ’ . X ! ‘ i ,
- ] . - 5 . M i
A Floral Park, New York, couple’s futile efforts to obtain a home loan is focusing Good news lead
attention on the question of whether U. 8. lending institutions discriminate " that covers three
against women, : : of the questions.
‘ the who, where,
' i Mr and Mrs. Frank .Carroll have a combined yearly income of $ 16,500; yet Mrs. what and also
Carroll’s $4,000 annual earnings are consistently ignored when thp couple applies implies the
for credit. At least five lending institutions have refused the Carrolly’ credit . when,

-

during the last three years, : .

—Carm'lle Emig, Editor, Raiston Purina Company, St. Louis, Missouri © Good writing is
. : lean writing, Use
‘ (The following editor took a different appronch and wrote in Congnsswomln Martha ] adjectives
Gnggm s newsletter to her constituents.) - _ ! “ sparingly.

o - .
.

_Major baii"lc"s and retail stores are consistently underating women as poor credit

- N : risks, according to an Oregon research report. Men and women of the same s
credit worthiness applied for a $600 auto loan in St. Paul, anesota recently. . ..Use short words;
Nine of the 23 banks gave preferential treatment to the men e Jhort sentences,:
] - "> ’short garagraphs
.“The idea that women of child-bearing age are podr credit risks is a myth,” . o and hﬁl ly per-
Representative Griffin said. “Most women have control over whether they ‘ \sorial copy. Both
become pregnant.” Rudolph Flesch
: A . . and David Ogilvy, -
There are presently five bills before Congress that would outlaw sexual dis- as well as nu- '
crimination in lending. , o o - merous other
authors, ,
~Diane Haklmzadeh Employee Benefits Assistant, U, S. Postal recommend A
) L ‘Service, Houston, Texas ) : B " this,
© The story of a New Yark coupzle may make'it' easier for women to secure loans ;
o .without fear of being refused because of their sex, ‘ N
. . .'[ 1
0 —Rogerw Ross, Supervusor Employee Commumcatlons Amerlcan Air -, 1.
Fllter Company, Inc., Louisvilie, Kentucky ’ ’ ' "
. o Let the facts tell”
Nearly . 40% of the wage earners in the United States have difficulty obtaining * the story, Let the
bank loans. These are not necessarily the unreliable, the chronic absenteesor _eader reach his
) the hxgh risk jOb employees. They are women own conclusion on
, e T o the basis oﬂthe
--Sandra Coffey, Wruter Coiumbia Gulf Transmmuon Co Houston Texas facts you have
. : : S DUURETY prese)f'ted,l )
E : ] A

".3'0,‘? ; ) n 3 " ‘ 3.2 e A ." . oo
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[. Get Rid of Gobbledegdokl

" A. VCliches .

. 1, ‘Ayoig stock phrases.

I - Example: We de cated outselwes to thew
_ task and searchedi far and wide for an
I  agreement that was right beneath our ~
‘ " noses. e -

B. Euphemisms R .

Avoid'euphemisﬁs for something more'expliéit.
Examples: underprivileged for poor; gardén
of memories for cemetery. ‘ N

Y

C. _Pretentious Words

. 1. TIf the subject cdlls for big words that . -
N ' fit, there .is nothing wrong with using
~ 'them; however, don't overuse them. *

: ,2. When the author adds words just to
o ’ impress the reader, there ié‘danger
of confusion. S
Example: The black insistency of
insidious consistency permeates' the
fetid atmosphere.

. .
+3. Some people feel Greek and Latin words
. * " are more "scientific" than Anglo-Saxon

ones. So they prefer expedite, ameliorate,
extraneous, and clandestine. <

D. Jargoanords.

. ‘:l. Jargon words peculiar to a trade or
~—\. . profession sound like a foreign language
)'v \_ to those who aren’t on the "inside." = ..

- » " .
. ‘

{




W
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% : . .
L . v A . .
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2., They are. usually non-scientific terms.

Examples: One-night stand, g;g ernter s IR o
devil. - g el
t. Avoid Abstractions R T S '
A. Be Specific | v e
§ ’ : L . g
1. Allow the reader to almost see, hear, R
smell,. or touch what' you are writing B N .
by awakenlng his or herklmaglnatlon.
2. Concrete words are remembered longer S
: because af their emotional appeal. ' o 2_>a¢,$¥&g
T SIS :
3. Substitute exact words for abstrac%ions. -
' Fair: I bought some food at the store.. e _
. Better: I bought a steak at the A & P. -
. Fair: The President dlscussed 1nternat10nal . .
. -problenms. o
Better: < The President dlscussed the Arab»
' Israell Peace T;eaty
. 4, Avoid abstract words . e, T S
. Instead of Say- - ' o I
- approximately about- ‘ ' g
: assist help
.- - -ascertain o learn
advise S . tell _
demonstrate . . -~ Show " .
employ, utilize . - ush , ot . )
at this time " . no
. What to Cut o A !

A. Uselesg Repetltion

'Examples= " Each and 'every word is a jewel. e
It is a true fact. The modern woman of

today is free. _ .

»

. ,
\ . . -
. ,
29 o o




B. Unneoessary Phrases

Eiam?les: This was due .to the fact they - -

- ' didn't Jmow the issues., He came in ct
V- w1th the hot wire. During the tlme hg was
. - 1n office, he said nothlng L
'_C.'onrds Delaylng the Maln Idea .
TR Eﬁamples There is one game wh;ch he likes:
2 , " the best. Better: He llkes one game -best.
L"l""" -.":' "t. T : IR wlh !‘ IR P Bt N . '
hD¢;_Extra Clauses _" ' :_ .y DA
‘ {"Example . Bill sald he would tel me aéoht R
“ Tthe” game, and he teld me; but-.he \forgot-to. .- ..

'tell me who won; and I forgot to ask. .
Better: 1. Subordlnatlon: When Bill told .
‘ me about the game, I forgot to
- o ‘ o ask the score.
S ' . 2. Two ‘sentences: Bill told me
S R about the game. ‘I forgot to
- . : ask the score. '
' o 3. Compound predicates: Bill told
~ me about the game and didn't .
R, ,'mentlon the score.j{:~ '
e o

,IV."‘Av01d the Weak Pas31ve . ‘\

. A .The Pass1ve VOlCe Confuses v
. K e LI
R " e ' v,

Lo L ‘

Lo There is nothlng wrong w1th u51ng the passive

.“ifa(& verb, but overuse may’ create vagueness. It. -

» . is d;fflcult to know-who 1s dolng what when
Z"the pa531ve is used..' o

€

. B.: The Actlve Voice is Clearer

"‘When a writer uses the pass1 voice, the .
" ‘subject of: the sentence: 1s adved upon
" 7~ . sinstead of actihg.
) . Examples: ‘" Passive: #The report was wr1tten
et e ' by the manager .

,Actiyezte The manager wrote the report.




Pars

V. Parallelism : | | o

N

_Parallel ‘ideas should be expressed in the same
word forms.
Examples: - Poor: I prefer'to read, swimming. or
/. - _to watch football. .
Better: I prefer to read, (to swim,
or to watch football. : . -

GG “=.”7 or ‘watching footbaIl.

!
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T}'{E FEATURE STORY

1
« k

.We have just been talking about the news story.
ﬁ;jMany people call it the straight news story.
New we are going to d;scuss feature or human *

1nterest gews.*

A feature’ story can range from a qev1ew of the

» ‘hobbles or activities of a particular individual

or group to a detailed story about the quality,

or reliabllltynprogram in a company/p;ent.

You ‘¢an also featurlze a news story. This is

;,espeCLally true. of most news storles in

organizational publications or’ small-town

publications or neighborhood publicationsl due = *

to bi-weekly, monthly, bi-monthly, or quarterly
frequency of publication. . N _ \

A feature- story is not an 1mmed1ate4as a stralght

news story. It is the type of story that

* wouldn't *hurt if you held it over. for your next
+1ssue’ because the facts and story: w0uld still
apply. Delay in publlcatlon 'would \not negate
t

the Justlflcatlon for publlshlng i in the first.

' place. : s .

- ‘The news«story must be Drlnted before 1t ﬂets
' cold before 1t~1s old. . Lo

LA

oo . i - .
. i ! ' * ' ! e &
> ‘.,' v .- . " . .




HOW_DOQ YoU WR;I:E A FEATURE STORY? . \
Yoy start much the same way for the feature as .
you: do with the news gtory. - You gef a tip from
-, , .~ 'Someone or smell éut a §tory yoursell and start -
;N Ctracking down- peoplé to interview and gather all
ALy possible: information..;=‘ SERER -y

" Then you write down their comments and list facts
that are important. - Back at your desk you look

over the material from your interview and again” AR
pick the angle, something to hang your stpry on,., =~ .-
the peg. t : ' : BERR
",> . There must be newsworthlness in/a. feature stony ;\\
o as well as in a news story. An editor of a clty AN
newspaper might ask you if you have a special RN

o _ angle if you'were discu5sing a bossible featun\ '
St 'with him or her.)... . =
L The angle is the paste to glue to rest of your
» > gtory together; Without it yo% will have a
mediocre ‘feature wh1ch ‘may not even rate ‘high as
Lt a story. : . : . . e

-

3

'W1th the feature story, gathering facts is quite
‘- important. You must cgllgct more information
than you actually hee fo two reasons: .
A -
1. To get a better feel for the story. . PR

2.. To allow you to prune those select.

M o o facts that are the most stlmulatlng
' - and’ 1nterest1ng to your potentlal -
readers. :

Just. because ‘the story is a feature and not hard
news doesn't'mean your facts need be less accurates -
Allow them to.tell the.story and let the reader o
" reach his or her own conclusion “rom them.: Do not
succumb to the temptation to, editorialize-ard ‘give
‘your opinion as many. feature writers do. You: can
. - . give your opinion when you label it as.such ' in an
> editorial, but a feature must present facts that
: allow the reader to come to his or her own. decision
' regardlng an evaluation or conclu51on,'1f one 1s
warranted. ' . .

* - -

. .+,;_',L .
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" KINDS QF FEATURES

Usually the feature centers around some emotion
and .for this reasgn 'it is often called a ‘human

"interest story. o | ¢
"Two of the more popular feature types_ are the

interesting person narrative and the. human-interest

.- sketch. - They deal largely with one indlvidual
and his exploits, feellngs, or adventures.-. o

"

'-Interpretatlve features are qulte.popular in

organization’ publications. This is the. feature

. that hopes to ‘inform, instruct, describe, or

glve the background to a compllcated problem.

Some examples are: - "The pollution problem o v e
and what XYZ Company is doing about it.” )

" "Why ABC Retail Chaln is not able to raise

wages this year." Other suggestions include’’

using the interpretative feature as an explanatlon :
of a,new process or. technique developed by
ybur department*‘agency; ete., ,

»

, VHistorlcal features, how-to-artieles,'and simplified
. technical or scientific articles are also

types of this feature.

o



.':
1

The feature 1is difficult to categorize.» Few
journalists agree.to any standards. There are

a few characteristics that do apply. First, the ' .
feature is ‘not fiction, .but a non-fiction article

v Ftailored for maximum audienge consumpiion. Second,
features are timeless. They should be as good L
next week as they are today. Finally, they are r,,“*ﬂ‘f'”V”*
only as good as the creativity of the writer in -
arranging the facts in the most interesting

_manner possible. . \' &’ s )
The feature can be ar . pa,_'_rf xv_”,.,: g ; '3. B
1. PrOfile . — ._' \ o . ‘- M

. kno
“interesting experiences, -unusual occurrences

)

a. "The well- known person._

s
.

The 11ttle~known person. A ;QE;'L

LT

Both can be interesting. Naturally the profile ._,"f;'ﬂ'

of the famous -person has more immediate ‘general
inter;st whereas the profile of the little-

individual must stress accomplishments.~

to garner reader interest. /But. the feature ., o
on the unknown. individual. can be 1nteresting

-even ‘without all of the preceding...it depends ';"
. ‘again on the" creativity.of the author -to make . ...

the%person 1nterest1ng. warm, and human.

’ ¢
.

'Places . : ..}

"‘Histcrical =

- N .- . : i ~ . R

Occupations f[,pi }hfn_' - c R ~~f-~i;.et L

[

“%'The above tﬂree categories are almost self-
.- explanatory. .The unusual is more 1nterest1ng

in all of them, but a mere chronology,- prOperly

- worded and .structured can. be extremely Lnterest- 1
. ing to a reader... = ... . . Lo e

-



Stunts@g e oo,

"

' The stunt feature must tla-the event (often

staged) into -the purpohe that the stunt was
de81gned to empha51ze. The writer must be
careful  to make*the transition betw€en the

- two smoothly and loglcally.

6

F

Thig 1s a behind- theéicenes plece des1gned to.

alert the reader to upcoming event, change
in the law, or future program

:’Pets. Calendar Events. Hobbiés -

The Technlcal

>

. \*

'Thls teature explalns--ln layman s languagﬁ--

recent. advances, changes in procedures,

-changes in laws, advances-in med1c1ne,

. electronlcs, mechanlcs.

--Pe0ple5- Young or'Qld"'

Both ends of the épectrum are'espe01alig\\,
interesting; of course, all pe0ple storles

can be 1nterest1ng

' EQucatlon

More and more people are attending schools or

‘advanced-education 6f one sort. -Features on

this subject are éspecially relevant.

\ .
L

41
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' THE FEATURE ENDS DIFFERENTLY FROM THE NEWS STORY
. ) o ' ,‘ E , - ._' . "f‘_\.', L. R - | ov
’ “ ) * y -~ o g : Lo : .

o One of the major differences between’ .the-ft'eature and, the news. story is that the’ t‘eature
allbws greater latitude in the selection af your lead. It also alléws you ‘to inject greater
variety into the lead. o 7 R

One of the ways to begin a feature or featurized news story is to begin with a quotation }

" from a person that will attract the reader. After.all that is the major purpose of the lead:

“to grab and interest the reader as well as to inform. Then you' follow the quotation with

information, about who ‘the speaker is, what kind of expert he or'she is, where the speech
took place and other pertinent t‘acts usually mterlaced Mth more quoteé

a

A feature may also begm with the descnptlon dt‘ a partxcular mc&dent and t‘ollow with ?s
. relatxon toa greater s}pry that wxll follow.

As eviously mentloned the question lead is another way to begm a t‘eature Othex;s are
the news summary lead, the analogy lead, the contrast lead and the picture 1ead where a
scene is first descnbed to set the stage for astory...Here the where becomes very importan

>
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HOW THE FEATURE IS DIFFERENT ' . , . ;
. . ! . ‘ ¢ ST Lo %,
v . : P . -‘

. - g

. 'Whﬂe the news story is structured from top to bottom Wlth each succeeding paragraph hav-
mg mformatlon of lesser 1mportance the conclusion of the feature is similar to literary
mg. There is a definite conclusion as in narrative or expository, writing,-a climax or
hlgbest ’pomt of interest. In the.news story the climax is in the lead. In thé feature this
climax is at the end ard can be a flashback to the lead, a condensed summary of the entue
" “feature, or certain facts previously mentxoned in the story
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. WRITING THE FEATURE .

list of facts. for a story assignment.

‘This time the toplc was "Profits" and the
specific assignment: write a feature story.

 With the emphasis still on leads, GommUnJ.versn.ty
Wr,:.tlng Workshop students wede given another . . |

¢

. (See lJ.st of facts at the back of yg\:ur manuals.): .

v_, ,.'_‘ B s

What does the Vu’slma Cred:t Union League (VC‘(J[TS7 a non-prot" t orga.mza-
' uon luve in common with Bethlehem Steel? S :
A puﬁlic which can affect its fu'tdre; : . L
lbu a fact that Bethlehem Steel earned between 3% and 4.3% profiton sales in
\the 1970-72 period. But the public doesn’t know that. The public, according.
to a recent Opinion Research Corp. survey, thinks Bethlehem and other large. m—
dustnes earn 28% on the dolar, . / N
¢ ! » :
“Public opinion is important,” Gene Farley, Managing Director of ,thg VCUL told
- the members at the convention, **because legislation follows opinion and unin-
ormed opinion can lead to bad legislation. It is up to Bethleem and big business
in general to get the facts to the public or they will suffer froﬂad legislation in
-the future.” : .

w=Jack E. @Cq_qnor, Editor, Virginia Credit Union League, Virginia Beach, Virginia
. Al ‘ ) ) . - )

_a_ow,m'ag; profit is justified?. . .

-Banks have traditionally faced complaints égainst high mterest rates charged to
-their customers. However, Gbmmercial Trust bmployees may take some consola-
tion in recendly published opinions regarding their manufacturing counterparts.-

. LA ) 2 . . .
According to a recent survey by the Opinion Research Corp. of Princeton, N. J.,
many Americans believe that manufacturers are making 28 cents on every sales
dollar—contrary to the actual flgure of 4.2 cents. . -

. -

—Peggy Duggan, EdltOf Union Planters Natlonal Bank Memphts Tennessee

nanonal study by the Opinion Research Corp of Pr;ncexon N J., has revealed
thata majonty of Amencans believe U. S. compames are reapmg hxgh and unfair
‘bu.uness proﬁts “ . .

< s

Dr. George S. Cummmgs, dean of the College of Business at the University of
Striker, today expressed concern over the report because, as he put in, “Poorly
.informed opinion can lead to- umeasonableAcontrol and restraints by,government.”
S A o ™~
’ . —Ray Haeckel, News Manager, University of Utah, Salt Lake City, Utah

B
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Aruitoxt provided by Eic:

 Good contrast
" lead. Author

took a provided
fact and con-
trasted it with
his own :
organyzation.

A good short
lead sentence is
often the best
lead for a feature,
especlally if it is

_ ateaserora
- question lead as

in this case.

. A newsy lead

that answers

" most of the 5 W's

and H introduces
this feature story.



" "What would you estimate Blaine Supermarkets’ profits, on the sales doliar, were
' for the fiscal period endéd’l June? If you are the.average American, according )

; toa ‘recent survey, you would:estimate 28 cents on the dollar, 1f the company 1

were a nunuflcturmg concern rather than retail, 1972 profits would be 4.2 cents

on the dollar well below the estimated 28 cents,

Ga - [

Profits for Blame were, in fact, 3/4 cent ¢ on'the dollar, v |

i

“1t’s tmponant that Blaine employees know exactly what the profit plcture “

actually is,” said George Emery, Vice President, Finance.
“Everyone seems to think that the food busmesx isa hxghly profztable one,

f)artlc-
ularly w1th today s high food pnces,"'he said.

' T, .
-Mane Sandvik, Manager, Communuxtlons Red Owl Stores! Inc., o
ol Minneapolis, ranesota i o -

o

. : “Proﬁts are essentxal to the very exlstence of Amencan busmess pagtlcularly the
. - . ‘Wermner Wiener Work " WWW President Otto Wemer said at the June 4 dedzcatlon of

a new plant in Nashvﬂle

s —Terry Flsher, Communications Editor, Oscar Mayer & Co., Madison, Wisconsin

g .
Many Americans believe after—tax profits of manufacturers to be over six tlmes
hlgher than they actually are. A major cause of tlus gap bétween l‘act and flCthl‘l
-~ is the public’s lack of knowledge about T ’
" —Alane G. thllamson, Communications’Assistant, E"x)ton‘Chgm’ical.USA,
Houston, Texas : ' :
Profits! T Lo
The one word that symbohzes a-long history of. motivation for the American free
enterprise system now conJures up a negative image in many peoples minds.

“We are operating in a very hostile cllmate ” Alv1n W Vegtle, Ir. presrdent of the
» ' Eastern Company said. “Most of the alienation ‘

—W. F. Taft, Publications Supervisor, Southern Services, Inc., Atlanta, Ga.

- Many Americans bel.ieve Unth_ed States corporatlons make 28 cénts profit on every

ST dollar ofsal_es., . . o
- ot . . B ) ' . ﬁ .
o ‘That startling conclusion was revem.g ina 1971 oplmon survey conducted by
Opinjon Re‘search Corporation of Princeton #N. I . .

H

The facts are, accordmg to the l972 U.s. Statxscal Abstract that last year U S.

Many writers feel '
that the lead is
worth 50% of -
their time since

e it will trap or lure

the redder into the‘
body of the story.

- Good quotes can .
make a story The;
usually provide an
~excellent lead
‘when the quote
.is dramatic. = .

»

Features, espe-

- ‘cladly huian in-

terest stories, have
several principles
that writers often -
ignore: - .. - -

Do not change 4
facts to make a
better story,

Let details and =~ .
facts tell the story
Understatemem

will allow the

reader to reach. .. .
his own conclusions
and therefore inten-
sify the story impact.

Stay out of the

- “story. Let _
_Speakers talk for

I

themselves and

‘if possible in _

’ manufacturers netted only 4.2% profit on each sales dollar. ‘their OWh :
4 . ) . Ianguage .
. b
. = Dead English, Supervisor of Employee Publlcatnons Fll’EStOﬂE Ture & Rubber :
v LI Company, Akron, Ohio - -+ . oo L.
\ . .
. : ON .WRITING‘ Pubhshed by the students and staff of Comm'un‘iversity 73 -
. ‘ Editorial Supervisor: Jack R. Carolio Circulation 750 . .
o - Production Coordination: Barbara R, Shook June 7, 1973 '
- C R Staff Assistant: Sandra Coffey : . .
. 40 >
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BEFORE THE INTERVIEW

. Gettinhg the stdry is' one of your biggest
problems.' Without good tips, an actlve inquiring
mind; and proper planning you won 't be able to
develop good storles. B .

Even with these pre-requlsltes you need some way
“to get the spe01flc facts yeu want._

The 1nterV1ew is the mostalmportant method ydu
have for getting 1nformatlon you need for news '
and feature stories. LN 1 e

An effective 1nterv1ew with an 1nterest1ng,'

talkative person can make a great story. An’
- effective interview with a closed mouth 1nd1v1dual

can stlll gJ.ve you Ja good story.
How can you 1nterv1ew successfully°

First, youvcaﬁ t be shy. You must be aggressive,

e
2 N

w1thodt being offen31ve, and not just ask questions. .

- They key is asking the right questlons. This

may sound basic and it is. But to ask the right
questions you have to have done your homework.
Research the interviewee as thoroughly, as possible,
within your time limitations. It-is- important
to be able to 1ntelllgently .ask questions once
your interview 1s arranged.

N e

46
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DURING THE INTERVIEW B

Approach your subJect with problng questions.
. Questions which need more than a simple Yes or
. No for an answer. Such as How is this accomplished?
" Just what motivates you to devote much of your .
valuable time to taking care of mentally retarded
"children? Tell mé more about yourself...anythlng
u feel is 1mportant that perhaps we haven't
overed. ,

eep your interview mov1ng w1th conversatlonv not
voicing .opinions, but relax1ng the individual with
comments. and gquestions from a 1list you have prepared
in advance. Make sure that the person being inter-
viewed feels what he or she jhas done is szgnlflcant
and that you are 1nterested.

f Your conversation should reflect hat interest as -
well as respect for the Job that ivi al performs..

If there is somethlng you/do not understand as the
interviewee talks; ask. /Don't wait. You may have
‘to check back with the 1nd1v;dual for clarification
or additional informatién, but avoid it, if possible.
Try to get all you need at one time.

‘4 Don"t push a point when a person has" refused to
aniswer.. Instead, go on to somethlng else%; try
rephras1ng the questlon later in the interview if
you feel you need ‘that answer. Also, use common
sense on questions that have obvious answers.

L&

There are still people who insist on asking a
woman who has just lost her three children in a
flre, "How do you feel about. your loss°"

, Not only’ should the answer be obv1ous, but ‘the

. questlon is dncalled for. No story is:that
important.  Remeniber you have a responslblllty,-

“.to the 1nd1v1dual not to make him or her look

s1lly or 1gnorant.

Flnally, be - a good llstener..

42




INPORTANT PQINTS TO KEEP IN MIND
1. Read articles on the subject you will .
cover. Never enter an interview com-
s pletely‘ignorant, . .
2.  Plan your questions in_advance,ahd
"~ write them down. \ ) Lo

3. ,Look for the essential elemgnts of ..
:information: the who, what, where, i
. o ~when, why, and how. ‘
But you»aigo want something that is different or
uhusual. Sbmething that may not be obvious. " You
can.dig up a new angle in the interview if you ,
hhave prepared properly. ' - .

L. 'Speak the interviewee's language. Don't
confuse him with ten dollar words. ,
(Incidentdlly your writing should reflect

_this too.) Simple, easily understood
_words are far better than complicated
or little used ones. ’

5, Be honest and-don't say sqmething to
the interviewee you do not mean. Save s
questions ‘that are likely to antagonize
‘him or her until the end of the interview.
6. Dgn't tell your interviewee you will get - .
e story pririted. You have little '
trol over this. You may not be able
o get it cleared, or you may. have to
gsubstitute some other story, or drop it
entirely. - o '

7. Accept facts with ease. Don't be , =

" shocked if fantastic facts come out of = -

. the interview. Be prepared to check
o these facts, but do not let your feelings
show strong emotjon. Don't say, "I.don't

believe you." If you question:the validity;

[ N [

¢ . 2 A
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‘fDlg deep tohflnd what makes the pérson tick. If
. Yyou:can find what unlocks -the individwal' s w1lllng—

"what we've been dlscuss' g.,

-“Here are the hlgh p01nts.

P L of a; statement uselcautlon and aski*f' .
L » how thé«interviewee arrived. at that - ==
conclusion or hqw that factiwas R

R S

determined, ete,‘

\

ness to share hlS thoughts, - 0p1nlons, experlences

"or attitudes--a ‘wealth of 1hterest1ng copy. w1ll be .

the result. , : WA

- ‘ ry

' On-the following.pages are some ways to succeed at .

interviewing. .-Some are “things to- do,'and others.

glth;ngs to avoid. B ;{f
" An excellent-book entltled Keévs to Successful

Interviewing by Stewart Harral is the basis fqp: :,
these suggebtlons, some o which reemphas1ze Just X

L

v

1. Make a p031t1ve first 1mnress1on. one
' you have planned. - Be relaxed- yourself
so you can relax the interviewee.
Advance preparation helps you as the
interviewer feel confident in your
rolev and also glves the interviewee
the . 1mpres310n you - know .exactly what
you're doing. In turn, the interviewee
feels confident that what he's telllng
- you ‘is 1mportant.

$Sincere; don't smile if you don't
ee humor. Don't laugh if ‘you're Just
trying to’ relax the 1nterV1ewee.

Watch what you say. Make sure there
can be no mistake. You do not want
your interviewee to: mlsunderstand

. .your intentions or the lnformatlon
you seek. - . - :

o 7 i .s - ’
. P
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3. Explaln ag thoroughly,as p0551ble to
B _your interviewee wHy-you need the
S : ‘ “infoymation he or she has. .Impress
o isthe importance of this interview on PR

your subject. After all you are S
LI : : taking valuable time; 1t should be‘

- g necessary. e

L. 'Make sure the interviewse 1s”Center -
stage. - You should put yourself in -
the background. , . o

S 5. Take notes, but malntaln eye contact
‘o P ‘as much as .you c¢an. Here a tape "
- recorder is helpful. R

6. There are: tlmes when tape recorders W
B -7 tend tpo make certain people nervous.s, .’
L When this happens fuss over it and call’
I P the recorder names. Explain that you
“s:.7.0 . peally don't understand all there is = »
' o -to know about such\gadgets, but that °
« v they sure help you to concentrate on .
‘ ‘ -~ the: conversatlon.since you don't have
o to take notes. Say, "I prefer to use
- ~a recorder rather than take notes in
) longhand so I'can concentrate more on
what' you're saying." Naturally, if
the interviewee objects, shut off the
. machine. Never, under any 01rcumstances,
v record without an 1nd1v1dual s knowledge.
. Yes, you can use. a'recorder on a phone.
interview, but you must have an audible
'beeper the 1nterv1ewee édan hear. =,

e

f. Do not confuse the éinterviewee. If he
or she acts confused, explaln what you

o d (37,/4J" are attempting to do.
ff;éj L 8. If the 1nterv1ewee becomes antagonlstrc,
.~-keep“your cool. Remember fie or she is .

doing you the vor in granting time .
T for the interview. o ‘ ‘
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9. - Often the interviewee will be interxupted-
by phone calls or 'people sticking their '
head - 1n81de the office. If possible, try - - /)
'to get the interviewee: away from the usual
- environment if there.are numercus dis- °
.20 . tractions, thus cutting down 1nterruptlons.
Go out in the hall and interview while-
- you -are walking somewhete else if” necessary. .
- Use a conference room or some other secluded 4
spot if available. : -,

~

10.  Or use!the,phone."You can get a great.
+ deal of information during a telephone
llnterV1ew, although youj;get no.first-
“Hand 1mpresslon of your 1nterv1ewee.

. 1l 4Nevertheless phone calls can take. . .
i ) - precedence 1o personal visits. - When b
your1nterv1ewee is busy .and a personal_
e ) . visit is impossible, get your informa-
o B tion on ‘the phone.. Remember too that
" you are less likely to be Lnterrupted
‘during a phone:conversation “than you
are during a personal vigit to, someone S
offlce. .

Y

"uJ

If ever you are tempted o use pressure, change your ‘
tactics or rephrase a question. Save the tough -
questions ‘that are likely to draw a harsh retort or C
© no answer- untll near the end of your interview:

Study successful 1nterv1ewers such as Barbara Walters,
. Walter-Cronklte, and Harry Reasoner. '

- ’ . . ’ ) .
: N . A . . . » B o . o
C. Ve 3 .
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CUTLINES .. . YOU CALL THEM.CAPTIONS

An important point to remember about.'cutlines;
. Or captions as they are. often called, is that-
they will.usually:be read before stories. . In
‘fact; the readership of,the cutline is .generally. °
. &reater than”that of the :story, no matter how '
. well-written your story is. - i

* It is human nature fbﬂiook”af:pictures'and S,
' captions before reading the accompanying story.
Art or photos always attract the reader!s . e

attention before body type.
Why? i ‘

For a'ibng“time'we thought it was; because -
people were in a.hurry and had “1ittle time to
read all:-stories. While this is true, ‘it is - A

N . "
3

~Dbasically because'the, reader’is lazy.
Since captions are shorter than the stc{; itself,
the .reader attains a sense of satisfaction from

having completed the reading of & -.caption with
‘quite a bit less effort than struggling with a

story.

This does not mean that you should give up

writing the story. It does mean that your cutlines ~

should be well-written, identifying the people -
in the picture and telling their own story and
that you should consider: photos and captions for
maximum -audience..impact. - . - .

c ion.should interest the reader to delve into
that story. It helps if thg photo shows activity
described farther into thie story than the first
‘two .or three lead paragraphs. =,

C ~I§§aisfory accompanies! the phkoto or-art, the
t
a



L

. Make your captions short. A caption should never
Tun more than half the depth of the picture. -

, . - 'Even that is. far too.long, "but is sometimes .

i . .. = necessary to -identify all the persons in a par-.

T .+ ticular picture. . ' : y

L In other words;/if’you-have a picture that is
+ - . . three incHes  in depth, the captlion should not

v -+ ’.be more tRan-one and a half inches:deep.. -

~ Your caption should also be accurate. Do not
promise 'something in the caption tdat does not
‘appear "in the photo or stgry that follows.

L N When identifying people, you,mué% say sométﬁinQQ _
o like the following: (From left to right)' . . . Pe
then list names, titlesy etc. Or: Jill Jores -

(left) ™. . . BN

Gl Don't expect the reader to be able to identify
"~ the ogg;ict‘persbn'in the photograph even if he ..
is a prohinént administrator, organization
.president or .television personality.:

- Pin down whom you identify in the photograph by .
: physical location, job title or department. - :
- -~ Remember the reader cannot tell what the .person .
o ‘does or what his significance is merely by his
or hdr name.. More information is required.

GiveZit to the reader.
. .\

oo,

‘9.

, - ) | . r' o . . . v ‘
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SE_OF HEADLINES

v
|

'How do you lepd a ‘person into a story° How -do

’ you entace him or her. to read something you have

spent a great. deal of time preparlng" M_Lm_s_

" are-the ggswgr._

: Headlines are not the Same as a lead to a story

Rather they serve to lure or trap the reader

into the lead paragraph. After reading your
headlines, a reader should be excited. -He or
she should want to get 1nto the story immedlately

.to find out more. ° .

.f“i_You should always be honest in a headllne.g Don't
_;’promlse gomethirig that isn! tmtgﬁre. - If. you. say,
™

iller Shoots Rapids" in your headlirfes, the -

:Estory should not be about flshlng

Headlines are usually set in large or: display
fype. A headline dresses up the page as well

- as glves ‘the reader the glst or main p01nt,of

the stbry at a glance.

So: what have we seen about headllnes so far?
They .are the advertisement which' coaxes - your
readers to spend more time with your body .copy.
Perhaps they summarize the story and, it is

- hoped, geautify the page by breaking up body
type,, 'eventing monotony.

aNeedle . to say, you must_béybrief'when you

write the head. It calls for condensing
thoughts into a few mean;ngful words that
have impact. ) _ _ "

~
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. HEADLINE GUIDELINES - »

Headlinés should have the folloWing characteristics:
R A They should be active rather,than\passive. . Use
the active voice. Say Smith Wins Championship;
,mﬁ?&%qu‘,ﬁgﬁ Champioriship Was Won by Smith. :
) .?. Heads should be in the presenf tensef,that'is.'
"+ the historical present or. the-future tense.
Example: Club Tours New Plants...not Club
Toured New Plant. AR S

3. They must contain a verb, at the very least
\ an implied or understood werb. ‘

. Headlines without Vefbs afe merely -titles. In .
newspapers and most newsletters this is verboten;
although in magazines titles are often permitted,
they are not as good as a headline that at least
implies action, Say Ten Employees Retire rather
. than just Retifements. ' ' :
e L. Avoid starting peadline‘with the verb.

wg._ Try not to repeat a word in the headline. The’

fewer words the better. On the other hand you.

L do not want to mislead. : : o

6. 'Tell the story. accurately.. Nothing is worse

., than & headline that implies something other

© . than what follows in the accompanying story.

' 7. Attempt to reflect the general tone of the

story. Don't write a light. and breezy head .

for a story that is very serious and thought s~
provoking. | . N s
48, . Avoid abbreviations. Oﬁlyﬂwidely known";
- abbreviations should, ever.be used.




.9.A Dé not ﬁse-artiélesx. an, a, the, at, of.
- It is not wrong, but the head will usually
read better without them.

.
v

- People have accepted the faot that a headline Joos
. is not 1like a sentence with all the required Y
" punctuation, articles and adjectives. : A
10. Select a gstyle and stick to it. For example,
: if only the first d of the headline is
capped except for proper nouns, do not
. violate this style. If each word is capped
except for necgssary articles, then follow
that style. All cap heads are much harder
to read than upper and lower case heads,
regardless of the typeface you select.

4. .Eden line of a headline should make sense.’
Do not split a phrase between the first and
gecond linMes or decks of a headline. The
reader looks at the headline line for 1line,
- not as a .whole, except when the headline is
- only orie line or deck. A headline reading, _

.New Bonus Policyy
Helps Recruitmqﬁ%* '

ghould hot be split to read”™

- . New Borus
Policy Helps, Recruitment

. 12. Check heads for mechanical and typographic

o correctness. Remember the headline will
‘be the most naticeable item on your page
other than a Jarge dramatic pjcture. If
there is an error it will hHawve a negative

* impression on_your reader and your
publicatiog will suffer. -

o ;

Eobey

o
Y

foet

.o




‘ " . . . v /

‘13.’ Don't always-use the first head you write
R and don''t use the headline that fits better.
) 0f course, the headline pust fit, but if

it is shorter than the full ~space allowed,
‘use it.

Many of these rules, except the third and sixth,
- can ‘be set aside in certain instances. But
'they are good guidelines to follow.

"I alsf urge you to read Headlines and Deadlines
by Bérnstein and Garst (See BlbllographyS.

e
S T
seg i
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- Editors have a habit of judging a news story by
~ - 1ts temperature. ThlS is a 'ho}' story and that
'cold' now. A 'hot' story is an extremely
1hteresting and ‘recent story. The more people

it 1g§9rasts the 'hotter it is.

-Iouawon t always have a ‘hot story, but when you
do the sooner you get’ 1t publlshed the better.

Remember your readers are prlmarily 1nterested in
what happens close to them first. Don't play
up a national Story,that has little proximate
interest over a good story of local interest about -~
local people and local events. Of course, you.

\\\can develop a local tie-in to the big picture.
This is the best way to run any story you might

- write. . , T

. For example, if you feel it is important to write.
a story on econotiic conditions, get local peoples
views and quotes to make your readers get the
added impact of local developments or opinions
of the otherwise distant events. LY
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STY GUIDE EXERCISE -

erte the correct verslon of (per cent
percent) Yy :

“In this sentence where 30 words are used
numbers under ten are‘written out and

numbers over 10 are arabic. _(Such as 23
or 40 instead of twenty—three or forty.)
Underscore correct usage accordlng to AP

Stxle Gulde. _ v
Is Judgment spelled this way? Perhaps

*judgement is spelled this way?
'Underscore_correct versipn.

‘Can-you write that someone was mad at
someone° . e , e
. N

-

yes___ ' no

Most style guidgs/call for the series

comma ‘to .be -usel before the last item as

in: red, white, and blue. The AP Style ,
Guide.says that it is not to be used as -
ins: 9, 10 and 11. _

-True False;:

] w' :’\:f . N
Pitles that Tod%ow the name of the individual
as in:- Mary Johston, Tralnlng Spe01allst”
are always capitalized?

el
Py

True False Cabe
R

Would you capltallze anythlng other “than the

first word of the following sentence? He
was an advocate of social security for old
age.

yes | ' no
If yes, what_ )

SR
:
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. 8. When the word commission sta.nds ‘alone in -
' ’ gsentence it should not be capped even if 1t”
T . refers to the Civil Service Commission. - - .
\ yes no__. L

19,. Which of 't:he following would you abbreviate:
a. -Street.: 'd., .Boulevard == . g. Terrace
.*b. -Road? e. Place . h. Oval
P c. Avenue®' f. Drive: i. Plaza
. "10. Can you abbreviate Mare:h or April? | ' ’
yes___ . ~wno_

PN

-11. Is thls correct‘? ~(0c7§_; 23,"._1\,,;97167-.," $ B
‘o,

! . ig:': --\“ J ) _'v yes

'

] ‘t _'.3 _'- :‘ A
wl 2. ‘«J‘&u’rnallsm he sa:.d 1s a reward:.ng but ﬂ L
Vil éxacting field. £ ‘.
AR ﬂoes this sentence need commas‘? ( ' o

(P : .
CprE S yes_ s “ho_ PR
'»)r",_s-i?&\yes, where" : (Mark) 7~ R ) ‘%-J S

- . e

: How are the’ fo:l.lou:mg words epelled‘? CIf é{ .
correct mark okays . _ o _ & .
a. employe 2o Tt ..r, . el o
- & b, falout® M N
v 4wt €. hitchhiker - = I PO
ﬂ' . Q. accomodate _ 2/ PR . .
V™, b, cadviser - M
3 -fd, skillful T . . Tk e Ly

e subpoena. 1,‘ L o, e e
S TR R ' S

145 “Can:+ you, say). '-'rhls is- a new record; " - (refer-. - ,
v“ Ting to the settlng« of.a reqprd--m-a.lestone) Y
*. yes ‘o no_t¥w , ST

DU —'—h-—,: .1
"ﬂ . ) . . N w. '{ " .“b -
T ’ LA e
“ . s * .
5 5 1 5
~ k> @ ’. Q
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NEWS STORY - WOMEN'S RIGHTS

¢

v

2

th

.

.y
e
'

1. \Yo/{nen at.the sam&r comparable'_job's earn less, by at least 5-10%., than men.

Christine Carroll, 32, Floral Park, New York earns $4,000 of the Carrolls com-

- bined income of $16, 500

o
For three years she has been turned down’for a mortgage by lendmg 1nst1tutions
(more than five). . | _ . o L

Granting of credit is discnminatorya\g{inst wemen in the United States.
Thomas Hayne, Senior Vice-President at Chase Manhattan Bank, saw the Carrolls

on television, l-Lgfwrote them saying,‘u,“lt) h én the Chase’s policy to take into
accdunt the totaf family income in dete family’s ability to borrow.”

- IR R
ral institutions which turned down

Ez,béer however the Ch’\ase was one of th‘
arrolls.-u‘.,‘._

. There are currently flVe bills before Congress that would outlaw sex discnmma‘
Cin lendmg

+

8 ) ’The State of Washington has already adopted a bill banning sex discrimination in
'lending Four other states are considering similar legislation

10,

¢

Oregon s ma)or banks and retail stores were accused of consistently underrating

women as ciedit risks by-a published 74-page study.

L

A U.S. Savings and Loan League surveyed 421 member institutions and found that

72% of them would ignore the wife’s income when making a'decision to grant a lox

"In St. Paul, Minnesota a man and a woman of the same credit worthiness applied

. .N'early 40% of all wage éarners are women. ' s

i
a
P . ’
' A .
N . v i, . .
a . » .
N v . ' .
. . .o . . .
v ’ - f
- .o »
. .1 )
¢
¢

“the'man. - . - _ -

for 3600 as an auto loan. Nine of the 23 banks gave preferential treatment to

]




"13. " Mrs. Carroll is infertile.

14, Martha Griffiths, Michigan Democratic ﬁep'resentative' said, “The idea that wive:;r
of childbearing age are unrehable borrowers is a myth. Most. women have control
over whether they will become pregnant.” : :

v . B -

15. Women dre transients in the work force, according to various lenders.
16. Most state laws are vague about women’s responsibility toward their debts.
N .. . . i . . b B
17. Credit ratings of women are often eliminated when they marry, are divorced, or
widowed.

R .
S . . . .
» . Pl [

18. New York Clty s First National Bank accepts ahmony and welfare mcome as proof
of ability to repay a loan. Coe . i

19. Mrs. Carroll is a bookkeeper emi)loyed steadily for 10 years.

«©
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. FEATURE STORY - PROFITS

v

1. . Figures in the 1972 Statistical Ahstract of the United States concerning an average
U.S. manufacturing- corporation state manufacturers net only 4.2¢ on $1.00 of
sales after taxes. o :

?

2. Many Amencans believe the after tax profit of manufacturers is 28¢ on $l 00 of

‘saless r
. \/

"3 Oplnlon surveys on proﬁts were conducted in l97l by the Oprmon Research Cor-
poration, Princeton, N. J ‘

‘ 4. 1970- Bethlehem Steel s net 1ncome was-3% ofrevenue in 1971, it was 4. 7% in
v 1972, it was 4.3%. =

5.° -Unidns want proﬁts“frozen or they will not be content with the wage guidelines.

-

6. . Business must 1nvest hundreds of mrlhons to maintain, modemrze and expand its
facilities. = - : N
. (‘

[ 7. Millions must be spent on environmental controls.

8.@q To cut off or restrict the flow of proﬁt's is to kndwingly risk the health and perhaps
_ the very existence of American business. (OJlmon) ?

‘. @ "Opinion is important. Legislation follows opinion. An uniformed opinion can
" lead to bad legislation., , : .

10. A poorly informed opinion can lead to unreasonable controls and restraints by
government, l

63
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